Portsmouth, Virginia Police Department 
General Orders Manual 


Non-Exempt Sworn Personnel Time Sheets ADM | 48 
Effective: 06.30.16 6 pages 
Supersedes: New VLEPSC: N/A 

APPROVED: Tonya, Chapman, Chief of Police 


PURPOSE: To provide sworn non-exempt employees with guidelines for the proper documentation of 
hours worked, court time, leave and training time. 


POLICY: In accordance with City Administrative Policy #8, it is this Department’s policy to maintain 
an accurate timekeeping system with defined responsibilities and accountability. It is the individual 
employee’s responsibility to ensure that he or she accurately records all time worked on the “Portsmouth 
Police Department Sworn Personnel Time and Attendance Record,” also referred to as the “time sheet.” 
I. Responsibilities: 


A. Sworn Non-Exempt Employee 


1. Complete the time sheet fully and accurately and provide all required information. The time 
sheet is a permanent record of time worked and is an official document. 


2. Enter actual times worked using standard military time. Employees must enter all hours 
worked on the time sheet on a daily basis, not at the end of the pay cycle. 


3. Account for all compensable time as hours worked, including overtime, court time, approved 
out of town travel time, special events, sick and annual leave, and accurately and properly 


code it. 


4. Provide an explanation on the time sheet for overtime, training, holidays, etc., including the 
name of the supervisor approving any overtime. 


5. Submit the signed time sheet to your supervisor according to departmental deadlines. If you 
fail to submit your time sheet by the deadline, you will be paid for your standard work hours. 


Overtime will not be paid until the next pay period. 


6. Complete and submit a time sheet before going on leave or before the deadline if you will be 
off duty or on leave on the due date for time sheet submittal. 


B. Supervisor 


1. Review submitted time sheets for completeness, accuracy, overtime authorization and use, and 
ensure that all employees sign their time sheets. 


2. For employees on long-term absence, ensure that a time sheet is submitted. Indicate on the 
time sheet that the employee is on long-term absence, the type of leave being used, and write 
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“unavailable for signature” in the employee signature space. 


3. Upon review and approval, sign all time sheets and submit them to payroll no later than 1000 
hours the Monday following the end of the pay period. Missing or late timesheets will be 
collected by the supervisor, reviewed and signed, then submitted to Payroll. When Payroll 
staff imposes alternate deadlines, supervisors shall submit time sheets as directed. 


4. Review this policy and proper time sheet completion with all recruits in field training assigned 
to you during their first training evolution. Document such training in the Police Training 
Officer package. 


C. Training Unit 


1. The Training Division will ensure that all new sworn hires assigned to them receive time sheet 
training from a member of the Police Fiscal Unit. The Training Division will document this 
training in the individual’s training record. 


Il. Time Sheets: 


A. Employees are required to follow all instructions associated with the time sheet. Instructions are 
included on a tab within the electronic time sheet. 


B. In accordance with ADM-25, Additional Hours and Overtime, employees must obtain a supervisor’s 
approval prior to working overtime. However, even if approval has not been properly obtained, the 
employee must report overtime hours worked on the time sheet. The employee will note the 
approving supervisor’s name, approval date, and reason for the overtime on the time sheet. 


C. If you are required to engage in necessary electronic or telephonic work-related communications 
while off-duty (email, text messaging, phone calls, etc.), record the time spent on such 
communications on your time sheet using code 01. You should only exclude time spent on such 
communications if the activity has a duration of a few minutes or less. Necessity of any work- 
related communications is subject to supervisory review, and unwarranted off-duty communications 
will result in corrective action. 


D. If an employee or a supervisor has a question about documentation, recordkeeping, or 
compensation for hours worked, it is the employee’s or supervisor’s responsibility to consult 
with Police Fiscal Unit staff or their supervisor prior to engaging in the activity, or submitting a 
time sheet or other documentation. 


E. Compensation for Travel Time 


1. Generally, employees are not compensated for their travel time to and from home and work. 
Employees with assigned police vehicles will not claim commuting time to and from work on 
their time sheets unless they take police action en route (e.g., traffic stop, officer assist, etc.). 
The time at which the officer takes action is the time they put on their time sheet. Specific 
rules regarding travel compensation are covered in other sections of this policy. 


2. Compensability for out of city travel associated with department meetings, assignments, 
investigations, etc., shall be handled in accordance with the guidelines listed below in the 
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Training Assignments section of this policy. 


3. Travel time associated with extraditions is compensable, not subject to the limitations set 
forth in the Training Assignments section of this policy, and officers should include all of 
this time on the time sheet. 


F. Court Attendance 


1. Employees will properly record their court time on their time sheet. Employees should record 
court appearances during regular working hours using the “on-duty” court codes, record any 
court appearances outside of regular working hours using the “off-duty” court codes. 


a. General District (Traffic, Criminal, Juvenile/Domestic Relations): Personnel shall check in 
to the Central Police Waiting Area (Room 2201) fifteen (15) minutes prior to the start of 
court. With the exception of the 11 AM and 2 PM Traffic Dockets, officers shall check in at 
0845. 


b. Circuit Court: Personnel shall check in to the Central Police Waiting Area (Room 2201) 
thirty (30) minutes prior to the start of court, the check in time is generally 0930. 


2. Ifa prosecutor places an employee in an “on call” status for a case and allows the employee to 
either stay home or to leave the court complex, this “on call” time is not compensable. The time 
is also not compensable if the employee chooses to stay at the court complex to wait. If the court 
or the prosecutor requires the employee to remain in a “wait status” within the court complex, 
the time is compensable. 


3. Only court time (including picking up and returning evidence) should be coded with court 
codes. Employees shall not document as court time the completion of case files, obtaining of 
petitions, warrants, or protective orders, etc. If an employee needs to complete such tasks 
outside of normal working hours, he or she must first obtain a supervisor’s approval and code 
it as O1 time on the time sheet. 


4. If employees attend court on their General Absence (GA) day, they are compensated for their 
average travel time to and from home. 


5. If an employee attends court on his or her regularly scheduled workday, but outside of their 
regularly scheduled work hours, he or she shall be compensated for average travel time to 
and from home, except: 


a. Ifan employee’s court obligations are not completed by the time their regular shift begins, 
the employee will not be compensated for travel time, before or after court. 


b. If an employee opts to remain at or near the work place following court awaiting their 
regular work shift, rather than return home, the employee will not be compensated for 


travel time, before or after court. 


c. If after securing from regular duty, an officer chooses either to remain at or near the 
workplace for their own convenience until time for court (not performing work), or the 
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employee stays on the clock, the employee will not be compensated for any travel time, 
before or after court. 


6. Night shift officers having court starting no later than 1000 hours, may stay on-duty from the 
time that their regular shift ends in the morning until court begins. Officers choosing to stay 
on duty must perform work during the time they are being paid, and travel time for going 
home is not compensated. Officers will obtain a supervisor’s approval of the work they will 
perform and place the supervisor’s name in the time sheet’s comment section. Officers 
electing to stay on-duty should code the gap time hours as code 01 on their time sheet. 


G. Training Assignments 


1. Employee time sheets must accurately reflect the actual time spent in training. Ten and 
twelve-hour employees are authorized to work additional hours to ensure they make up any 
missed work hours under the following guidelines: 


a. Ten and twelve hour employees having full-day training assignments with a duration of 
one to three consecutive days are authorized to work additional hours to reach their 
normal number of scheduled hours for that particular day, provided that they have 
coordinated their work schedule in advance with their immediate supervisor. 


b. The additional hours are authorized solely for the purpose of ensuring that the officer 
reaches his or her number of regularly scheduled hours, and should not be used to accrue 
overtime for any particular day. For additional work hours to be authorized under this 
policy on any given training day, the total number of training hours, court hours, 
compensable travel time, and additional work hours should not exceed the officer’s 
normal number of scheduled work hours for that particular day. 


c. The additional work hours should be coded as 01 time. The nature of the work activity 
that was conducted should be explained in the comments section of the time sheet. 


d. Employees with partial day training assignments, or full-day training assignments with 
duration of four or more days, should coordinate adjustment of their work schedule with 
their immediate supervisor to minimize overtime. 


2. Meal breaks of 30 minutes or longer during departmental training are generally not 
compensable, and employees should not include these lunch break hours on their time sheets 
as compensable time. If an employee is required to perform work during the meal break, the 
meal break is compensable and should be reported as work time on the time sheet. 


3. Travel time for training assignments NOT requiring an overnight stay: 

a. If an employee attends a training assignment on his or her usual GA day, he or she will be 
compensated for his or her average travel time to and from home. When an employee’s GA 
day(s) has been rescheduled to another day within the same pay cycle, compensation for 
travel shall be treated as if the training day is a regularly scheduled work day. 

b. If an employee commutes to out of city training on a regularly scheduled work day, he or 


she will be compensated for the difference between the times it normally takes to travel to 
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and from work and the time it takes to travel to and from the training site. Police recruits 
who are attending the regional police academy will not be compensated for travel time. 


c. If an employee attends training within the City of Portsmouth on a regularly scheduled 
work day, he or she will not be compensated for travel time. 


d. If an employee attends a partial-day training assignment and also works regular duties on 
the same day, travel time for the training assignment is compensable provided that the 
employee returned home between the training assignment and the regular scheduled work 
assignment. 


4. Travel time for out-of-town training assignments requiring an overnight stay: 


a. Employees who are passengers in an automobile, bus, train, or airplane will receive 
compensation for travel time up to a maximum of their normal number of scheduled work 
hours on any given day. The travel time will be compensated regardless of whether or not 
the employee worked or attended training on the same day as the travel. 


b. An employee who is driving will be compensated for travel time during all of the time that 
he or she is driving to or from home for the out-of-town training assignment. 


c. For purposes of travel time compensability associated with overnight travel, travel time begins 
when an employee leaves his or her home, and ends when he or she arrives at the hotel or 
training site, whichever occurs first. For the return trip, travel time begins when an employee 
leaves the hotel or training site and ends when he or she arrives home. 

d. Employees attending out-of-town training and their supervisors shall coordinate in advance 
their anticipated travel time and training schedule to allow for adjustment of the employee’s 


work schedule as a means of minimizing overtime. 


e. Questions regarding compensability of travel time should be directed to Police Fiscal Affairs 
well in advance of the travel. 


H. Callback 


1. On-call employees who are called in to work at a time when they would otherwise be off duty 
will be compensated for travel time both to and from work. 


2. If the callback hours extend into regular working hours, travel time will be compensated only for 
travel time from home to work. 


3. Oncall employees who are called to an incident while on-duty, but then must stay beyond the 
end of their regularly scheduled hours, will not be compensated for travel time. 


I. City Sponsored Part-Time, Voluntary Overtime Shifts, and Special Events 


1. Officers working city sponsored part-time assignments must ensure that the hours reported on 
their time sheet are consistent with the hours recorded by the coordinator of the part-time event. 
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2. Officers working city sponsored part-time assignments, voluntary overtime shifts, and special 
events will not be compensated for travel time. 


IV. Compliance 


Failure to comply with this policy will result in disciplinary action being taken in accordance with the 
City’s Employee Standards of Conduct. 


APPROVED: ceat Se ee 


Tonya D. Chapman, Chief of Police 
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